
APPLICATION FOR RECORDS DISPOSITION STANDARD 
I 

. .  

Finance & Administration 
Division of Risk .Management ; 

401 West Peachtree St., N.E. 
Atlanta, Georgia 30308 

2200 Peachtree Summit Building 

- -- -- .___- 

marta 

Date R e c e i d  Application No. Date Completed - 
1978 NOV - 2 1978 78-255  

1. Applicatlon 2. Oept.~Application No. 

- ._ . - __ .- 

INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst. Management Systems Division 
~ 

3. I)pnt . Division. Sulnlivision & Administering Office Address : I FOR RECORDS MANA~EMENT OWISION USE 

. ... Verna Sibley ~ .____ ~- L O f f i c e  - Coordinator . 15146_-- 
7. Action Rewesled 

a~ Estiiblish Retention Schedule; record wil l continue to accumulale. 

11. u Dispose of present accumulation: no hrther accumulation anticipated. 
c 

c. u Amend Application No. __ __ _-~__ Checkone: OChanoe; OSupereede; Ovoid 
. ___ ._I_ - 

8. Dates of Series I 9. Records Series Title /followed by title used in office if different) 

__ ~ - -  - . . - . - 
What is the function of the Division and the Office in which this record series is created7 

Earl#est Latest 

1972 1 Present Workmen's Compensation Claims' Files 
0. Division and Office Function 

The Division of Risk Management provides contractor insurance and bonding 
as required: provides full range of insurance services to MARTA, PBTB, 
and all insured contractors; and maintains a comprehensive safety program 
for MARTA, PBTB and all contractors to minimize losses. It also implement 
a comprehensive construction claims program, which will ensure coordinatio 
with related legal matters, while minimizing claims cost. A pre-construc- 
tion and blasting survey program will be instituted by the division, 
in addition to maintaining and updating, as required, the Risk Management 
Program. 

. . - .- ~ ~~ __ ~ - 
1. Recoril Series Description This file contains the following documents /include form numbers and titles, if anvl: 

Attach samples of the file. 

Documents relating to: Filing 6 Workmen's Compensation claims with MARTA in 
connection with the construction of the Rapid Rail System. 

Included are Claims of Worker's Compensation series. Also contains 
copies of all correspohdence, bills, invoices, etc. relative 
to an injury in connection with"the construction of the 
system, including hospital invoices, doctor's invoices, 
claimant's first report of injury, and approvals or 
disapprovals by MARTA. 

Title: First Report of Injury 
Form#: CLM-2863 R-4 

File IS arranged. Numerically by Workmen's Compensation Contract Number 

---___ ~ ~ - .  ~ 

2. Monthly ReIeGce Rate How often are records referred to which are: 

20 . ; Thirteen to twenty-four months old- One to six months old 40 ; Seven to twelve months old- 25 

-. .~ 
twenty.live months and older _ _  10 -- - ? 

_. 
of Records -. 

:Other /rpecifv/ ~~ 

3 ~~ . * ~ __ .\ ... - .' . --i L e g a h e  drawers ; Shelves 

3012 (3/761 



~~ 
---.*_S_-.__c 

,i 
--__ ~ 

.~.-~_c-~-__ __ _ _  _ _  ___  : 
a. I s  this the official copy of the series? 

-~ 
~ , 

~ I 

scheduled separately! 

1. I s  the information contained in {his series ever published? II yes, attach copy. 

p. I s  the intornration contained in thii series ever analvzrd andlor recorded in a summatited report?  

~ ~~ ~ . .  __ ~ 

- ~ .~.__ ~~ ._ I . 

X I  If ves. attach CODV . ~. ~ ~ ~~ .~ . - ~- -- . _ _  ~- _ _  
h. I s  there a duplication of this series in your office. 01 in another office or agency? 

i f  yes. where? Insurance Carrier ' s Off ice 
-- ~___  ~. -- ~ __ . . -~ 

-~ I s  t h i s  series lora  ma-ortion of t r l  regularly microfilmed? _ _ _ ~  ~~~ - -- I _L- 

series r e h i  inn~acomputer prinlout? -- -_-__I-I~_ ~ -..-_---I__. ~. 
~ - 

The following requires the series to be kept: etention Requirements 

a. State Law 

b. Statute of limitation 

c. Federal law 

Attach copy or excell of 

_ _ ~  - years. 

-__.- years. 

- . ~- years. . 
NS or regulations. Expluin administrative nee 

d. Audit period --__ years. 
e. Administrative need --I2 - years. 
1. Federal retention instructions years. 

. .  
~ -~ .._I_-.._._l.l_l ~- - ___. -- - i~~ .~ 

6. Approved Disposition lnrtruclions This aqencv recommends that Ihe fde s + a s  be cut ufl a1 Ihe end 01 each: 

I I Calenilai Yeat: 1 ~ 1  Ftrcal'Yeav; M o t h e r  _af_t_er.claiFnis_c_losed-._ then, 

Hold in the current files area 

Transfer to State Records Center; hold ~ &_~- yeark); then 

monthlsl-. - 4 - - ~ . vearlsl; then 
0 Transfer to local holding area; hold I_.-_~___ vearlsl; then 

W Destroy. 
0 Transfer to State Archives f6r permanent retention. 

u Other (Specrfvl 

These instructions apply 10 al l  prior and IUIUIE .mumulatinris 01 11t*.  W I P <  


